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ABSTRACT 

This learning module, ^ne in a series of 
competency-based guidance program training packages focusing upon 
professional and paraprof essional competencies of guidance personnel, 
deals with ensuring program operations. Addressed in the module are 
the following topics: identifying management needs and developing a 
management plan, implementing procedures for monitoring career 
guidance programs, and supervising staff. The module consists of 
readings and learning experiences covering nine competencies related 
to these three topics. Each learning experience contains some or all 
of the following: an overview, a competency statement, a learning 
objective, one or more individual learning activities, an individual 
feedback exercise, one or more group activities, sample records and 
forms, and a facilitator's outline for use in directing the group 
activities. Concluding the module are a participant self-assessment 
questionnaire, a trainer's assessment questionnaire, a checklist of 
performance indicators, a list of references, and an annotated list 
of suggested additional resources. (MN) 
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FOREWORD 



This connfii*hr>g and qtiidanc<> program series is patterned 
atter the Pertormance Based Teacher Education modules 
desrgned and developed ai ihe National Cenler for Research 
in Vocational Education under Federal Number NE*C00-3'77 
Because this model has been successfully and enthusiasltcaliy 
recjeved nationally and internationally thJS series of modu^s 
toMows the same basic tormat 

Thismoduleisoneolasenesotcompelency-based guidance 
program irajning packages focusing upon specitic professional 
and paraprotessional competencies of guidance personnel 
The competencies upon which these moduli a re based were 
identified and verftfed through a project study as bemg those 
of cnticalimporlanceforthe planning supporting implement- 
ing operating and evaluating ot guidance programs These 
modules are addressed to professtonaf ana paraprotessional 
niiidance program statt m a wide variety of educational and 
commur^ity settings and agencies 

Each modure provides learning eitperiences that integrate 
theory and application each culmrnates with competency 
reterer^cede valuation suggestions The materials are designed 
for use by individuals or groups ot guidance personnel who 
are involved m training Resource persons should be Skilled in 
the guidance program competency being developed and 
should be thoroughly oriented folheconceptsand procedures 
used in the total training package 

The design ot the materials provides considerable fleMttMlily 
for planning and conducting competency-based preservice 
and mservrce programs to meet a wide variety of individual 
needs ar^d interests The materials are intended for use by 
universities state departments ot education postsecondary 
institutions intermediate educational service agencies JTPA 
agencies employment security agencies and othef commu- 
nity agencies that are responsible for the employment and 
professional development of guidance personner 

The competency-based guidance program training packages 
are products ot a research etfort by the National Centers 
Career OevelopmentProgram Area Many individuals institu- 
tions and agencies participated with the National Center and 
have made contributions to the systematic development 
testing and retmemeni of the materials 



National consultants provided substar^tial writing and review 
assistance in development of the initial module versions over 
1300 guidance personnel used the matenalsin early stages of 
their developmer^t and provided feedback to the National 
Cenler for revision and retinement The materials have been 
or are being used by 57 pilot community implementation sites 
across the country 

Special recognition tor ma|Or roles in the direction develop- 
ment coordination of devetopment testing and revision ot 
these materials and the coordination ol pilot implementation 
sitestseMtendedtothefollowingprofect statt HarryN Oner 
Consorhum Director Robert E Campbell lindd Pfister 
Directors. Robed Bhaerman Research Specialist Karen 
Kimmel Boyle Fred Wiffiams. Program Associates andJame 
B Connelt. Graduate Research Associate 

Appreciation atso is extended to the subcontractors who 
assisted thf Mational Center m this effort Drs Brian Jones 
and Linda Phtltips-Jones of the American Institutes for 
Research devetoped the competency base for the total pack- 
age managed pro|ect evaluation a^d developed the modules 
addressing special needs Gratitude is expressed to Dr 
Norman Gysbers of the University ol Missouri-Columbia for 
his work on the module on individuat career development 
ptans Both ot these agencies provided coordination and 
monitoring assistance tor the pilot implementation sites 
Appreciation is extended to the American Vocational Associ- 
ation and the American Association for Counseling and 
Developmenffortheir leadership in directrngextremely impor* 
fant subcontractors associated with the first phase ot this 
effort 

The National Center is grateful to the US Department of 
Education. Office of Vocational and Adult Education lOVAE) 
for sponsorship of three contracts related tothis competency- 
based guidance program training package In partrcular we 
appreciate the leader ship and support ottered protect staff by 
David H Pritchard who served as the protect officer tor the 
contracts We feel the investment of the OVAE m this framing 
package ts sound and wilt have lasting effects m the field ot 
guidance in the years to come 

Robert E Taylor 
Executive Director 
National Center for Research 
m Vocational Education 
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ABOUT THIS MODULE 

doll ::j -^/'O;' /./^ . 

rMftunK V no A ft A if ('"^ 

^ vittr^j staff and vd^^ 

INTRODUCTION 5 

READING 7 

Competency 1 Describe in detail each general program component of planning, support- 

mq implementing, operating, and evaluating, including its goals, activities, staffing, budget, con- 
ctuns and ma)or accomplishments 7 

Competency 2 Asses*^ the status of facilities, equipment, and materials used in the program 

on an ongoing basis, and suggest modifications necessary for program effectiveness 7 

Competency 3 Describe the essential characteristics of various recognized management 
systems such as Program Planning Budgeting System {PPBS), Program Evaluation Review 
Techiques (PERT), and Management by Objectives (MBO). Select a management system(s) 
that rs appropriate for program accountability in a particular setting 7 

Competency 4 Monitor all components of the program, providing ongoing verbal and 

material support to staff and clients, and make decisions to solve management problems as 

thny occur , 11 

Competency 5 State a philosophy of supervision and describe in general terms a comfort 

able supervisory style 15 

Competency 6 Describe the staff selection process including anticipating requirements for 
st.iff, rt'cruiting. interviewing, evaluating past experience and credentials of applicants, 
and hiring 15 

Competency 7 Describe several methods to increase job satisfaction of staff including 

iniprnvinq the work itself, improving interpersonal relationships, providing meaningful teed- 
ti^H k iricffMsinq pnrticipalion in program decision making, increasing competency and 
autononiy, and providing physical comforts and advantages 15 

Competency 8 Idpntify conflict among staff members and between staff and other individu- 
als arul qfoups v/hpn they anse and select select and implement methods to resolve these 
i nnlMcts 15 

GnntpfMency 9 Evaluate performance of staff on a regular basis and describe positive ways 

to reinforce rppnnianu. or dismiss staff members as necessary V3 

LEARNING EXPERIENCES 

1 IHrntpfyinq Mafiaqpnienf Needs and Developmc) a Mafiarjement Plan ?1 

lmpl**nHMitinq Prcjct^dures lot Monitonnq Career Guidance Piograms ?9 

\ SlJpMf VlMMf) fitjll . _ [\b 

EVALUATION 43 

REFERENCES M 
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ABOUT USING THE CBCG MODULES 



CBCQ Wodul* Organliatlon 

The training modules cover the knowledge* skills* and 
attitudes needed to plan, support, implement* operate^ and 
evaluate a comprehensive career guidance progrwn. Tt^ 
are designed to provide career guidance program im* 
plementers with a systematic means to improve their 
career guidance programs. They are competency-based 
and contain specific information that Is intended to assist 
users to develop at least part of the crilicai competencies 
necessary for overall program improvement. 

These modules provide information and (earning ac* 
tivities that are useful for both school*based and 
nonschoohbased career guidance programs. 

The modules are divided into five categories. 
The GUIDANCE PROGRAM PLANNING category asststs 
guidance personnel in outlining in advance what is to be 
done. 

The SUPPORTING category assists personnel in know- 
ing how to provide resources or means that make it possi- 
ble for planned program activities to occur 
The IMPLEMENTING category suggests how to conduct, 
accomplish » or carry out selected career guidance program 
activities. 

The OPERATING category provides infonnation on how 
to continue the program on a day*lo^y basis once it has 
been initiated. 

The EVALUATING category assists guidance personnel 
in judging the quality and impact of the program and either 
making appropriate modifications based on findings or 
making decisions to terminate it. 

Module Format 

A standard format is used in aK of the program's 
competency-based modules. Eacb module contaiisO)an 
introduction. (2) a module focus, (3) a reading. (4) learn- 
ing experiences* (5) evaluation techniques, and (6) 
resources. 

tntroductton. The introduction gives you, the module 
user* an overview of the purpose and content of the 
module, (t provides enough information for you to deter* 
mine if the module addresses an area in which you 
need more competence. 

About This Module. This section presents the follow* 
mg information: 

Module Goal: A statement of what one can ac* 
complish by completing the module. 

Competencies: A listing of the competency 
statements that relate to the module's area of con* 
cem. These statements represent the competencies 
thought to be most critical in terms of difficulty for 
inexperienced implementers* and they are not an 
exhaustive list. 

This section also serves as the table of contents for the 
reading and learning experiences. 

Reading. Each module contains a section in which 
cognitive information on h^ch one of the competencies * 
IS presented. 

1 . Use It as a textbook by starting at the first page and 
reading through until the end. You could then 



complete the learning experiences that relate to 
specific competencies. This approach is good if you 
would like to give an overview of some competon* 
des and a more in-depth study of others. 

2. Turn directly to the learning e)(perlences(s) that 
relate to the needed competency (competencies). 
Within each learning experience a reading is listed. 
This approach allows for a more experiemlal ap- 
proach prior to the reading activity. 

Learning Experiences* The learning experiences are 
designed to help users in the achievement of specific 
learning objectives. One learning experience exists for 
each competency (or a cluster of like competencies), and 
each learning experience is designed to stand on its own. 
Each learning experience is preceded by an overview 
sheet which describes what is to be covered in the learn* 
ing experience. 

VMthin the body of the learning experience* the follov^ng 
components appear. 

Indtvl<luel Activity: This is an activtty which a person 
can complete without any outside assistance. All of the 
information needed for its completion is contained in 
the module. 

fndtvldual Feedback: After each individual activity 
there is a feedback section. This is to provide users 
with immediate feedback or evaluation regarding their 
progress before continuing. The concept of feedback 
is alto intended with the group activities* but it is built 
right into the activity and does not appear as a separate 
section. 

Group Actlvfty: This activity is designed to be 
facilitated by a trainer, within a group training session. 

The group activity is formatted along the lines of a 
facilitator's outline. The outline details suggested ac- 
tivities and information for you to use. A blend of 
presentation end "hands-on** participant activities such 
as games and role playing is included. A Notes column 
appears on eacti page of the facilitator's outline. This 
space is provided so trainers can add their own ccmi* 
ments and suggestions to the cues that are provided. 

Following the outline is a list of materials that will be 
needed by workshop facilitator. This section can serve 
as a duplication master for mimeographed handouts 
or transparencies you may want to prepare. 

Evaluation Tectinlques* This section of each module con- 
tains information and instruments that can be used to 
measure what workshop participants need prior to train* 
ing and what they have accomplished as a result of train* 
ing. Included in ttiis sectk)n are a Pre- and Post^Participant 
Assessment Ouestionnalre and a Tr^ner's Assessment 
Questionnaire. The latter contains a set of performance 
indicators which are designed to determine the degree of 
success the participants had with the activity. 

References. All niajor sources that were used to develop 
the module are listed in this section. Also, major materials 
resources that relate to the competencies presented in the 
module are described and characterized. 
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INTRODUCTION 



The success of your career guidance program 
depends on effective planning and managing. 
Many of the modules in this series help you 
understand how to plan your career guidance 
program Including such stepsas assessing client 
needs, setting program goals, selecting guidance 
processes, and helping staff develop the skills 
needed to conduct the career guidance program 
which you have designed. 

Another important aspect of operating a career 
gurdance program is planning how you will man- 
age the program, A welt-designed program can 
fail because of weak management. Benson (1977) 
indicates some key problems such asthe following: 

• Budgeted funds are underspent 



• Costs, objectives, and activities are not tied 
together 

• Personnel job descriptions and expectations 
lack clarity 

You are interested in developing a career guid- 
ance program to meet the important needs of 
your program participants. This module provides 
management skills which will help you operate 
your program so that it produces the outcomes 
that you desire. You will learn how to develop a 
plan to monitor the operation of your program, to 
analyze your own management style, and to moti- 
vate staff during the implementation of your 
program. 



• A written work plan is not developed 



READING 



Identifying Management Needs and 
Developing a Management Plan 




Compeliiipii^^ 




When developing a plan tor monitoring your pro- 
qram operations, it is helpful to think about why 
yOu nrnd to have such a plan There are three 
possible advantages to developing a thorough 
plan to use in monitoring your program 

1 Compliance-You need management infor- 
nuition which will help you account for the 
money that js being spent for your program 
Some organization, institution or agency \s 
tunrirnq your program No doubt, your fund- 
mq soijfco roquiros you to report to them 
iibout tiow the n^oney is spent according to 
loqal or other requirements, whether you 
can r^ccount tor how it was spent, and 
whethet it has produced desired outcomps 

:^ Plan Accomplishment You also ne<*d man- 
Hrp-nicnt in tor mat) On to help you assess 
whf*ttH*f your quKJancfj program plan rs 

hf'ifiri tnlloWf^fJ PU'inmng takes time Thf* 
nsp rjf pLinrunq time can he |ustifK*fJ nnly if 
thf> pi.Hi IS rit.tuMlly iniplpmrnlnd Manaqo 



ment information can help you determine 
whether process objectives are being 
achieved. 

3 Management Decisions-Another important 
use of management information is to iden- 
tify potential or real problems< and to develop 
management strategies to avert problems 
before they occur or to resolve problems as 
they appear There are many management 
strategies which you can use to ensure 
effective program operation It ts. however, 
important for you to identity problems early 
before they have a major impact on your 
program 

There are several different types of management 
techniques available for use m career guidance 
programs Two ma|Or techniques are Program 
Planning Budgeting System (PPBS) and Pro- 
gr.im Evaltiation Review Techniqups (PERT) 
These management techniques can be used to 
develop a program opprations plan for r;;ireer 
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guidance programs. The techniques can be quite 
complex and have been applied to lar^ e busi- 
nesses. agencies, and institutions, Although you 
do not need to apply extremely complex models 
of these techniques to your program, they can 
suggest some basic techniques which will help 
you develop a useful management plan, PPBS is 
basically a technique for developing a plan for 
how you will accomplish your program goals. 
Other modules have helped you assess needs, 
develop expected program outcomes, and state 
implementation objectives, PPBS can help you 
develop a comprehensive plan indicating who 
wtit do what at what time and at what cost, Deveh 
oping this type of plan witi help ensure that your 
program outcomes can be accomplished with 
existing staff, farility. equipment, material, and 
financial resources within a specified period of 
time 

Sample 1 is an example of PPBS that has been 
adapted from a plan developed for the Roseville 
Area Schools in Minnesota as reported by Ben- 
son (1977) The staff has planned a career guid- 
ance program and developed eight proce^^ s obiec- 
fives. They developed the following management 
plan which states the following for each of the 
eight process objectives: (1) tasks needed to 
accomplish the objectives. (2) time lines ir>r 
accomplishing the objectives. (3) person(s) 
responsible for completing theobjectives. and (4^ 
ihecost of the objectives. 

PPBS can help you develop a comprehensive 
management plan for achievement of each of 
your implementation objectives. However, as a 
manager, you also need some systi^matic way of 
monitoring whether the management plan is 
being followed at various points in time through- 
out your program. Another management tech- 
nique. PERT, can be used to help you identify a 
plan for tracking and monitoring your manage- 
ment plan throughout the course of your pro- 
gram PERT charts are graphic displays which 



allow you to review quickly the various tasks 
needed to implement your program, the amount 
of time required for each, the date on which each 
task should becompletedt and the total range of 
tasks being conducted at any given point in time 
during your program orientation period, PERT 
charts can be quite simple or very complex . Sam- 
ple? is an example of a simple chart »elatedtothe 
development of a career resource center (Axel- 
rod. Drier, Kimmel. and Sechler 1977). 

The following process objectives were determined 
to be needed for the development of a career 
resource center: 

V Hire and assign staff and volunteer help. 

2. Prepare room and locate district materials 
and equipment, 

3. Purchase needed materials and equipment, 

4. Develop all operational procedures for center 

5. Promote the availability of the center, 

6. Conduct inservice training on center use. 

7. Operate the center. 

8. Evaluate the center, 

9. Develop second-year proposal 

This chart was developed to provide a schedule 
for accomplishing these tasks during the first 
year of the career resource center 

The plan of action in sample 2 projects how it is 
intended to organize and bogin operation of the 
career resource center during a school year, A 
time line and operational objectives are presented. 
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Sample 1 
Example Management Plan 
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S&m Oct 



Jim Fib 



A|ir 



JiiM 



1 . Sharad Oedtton 
Making Imptemen* 
tatton Structure 

a. PerscnU) responsible 



b. Projected cost 

2. Staff Awareom 
&Motivatiori 
Presentatlofu 



a. Person(s) responsible 



b. Projected cost 



3. Graduate Credit 
Workshops 

a. Person <s) respomlble 



b. Projected cost 



4* CommunUy Educe* 
tlon Career 
Planning Seminars 
& Speclallied 
Workshops 

a. Person^s) respontiblR 



b. Projected cost 



5. School Community 
Exchan^ & 
Internships 

a. Person(s) rdAponslble 



b. Projected cost 



Advtsery Committee Qtflonthty meetings ell year) 



Steerlfis (kHnmlttees (Meeting 4 times a year) 



Intro to Carear Ed 
Teacher^Advisor 
Sklllt 



Comm. Seminars 



1 

specialized Woriotiop 



Continiioui 



Teachlna Group Sk Hi 
Shared Decttton* 
ng 



Student Centered 
Career Maturity 
Attettment 



Comm. Seminar* 



Round 1 (13 exchange*) 



Spectallied Wofkihop 



RounJ2 12exch(inttos) 
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Example Manacjement Plan (continued) 
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a. Curriculum 
Dtvttopimnt 

^ r ■ 

a* PiirMriU) riipbniilita / 

b. Proi«rctfd ooit 

7* SuMtont-Omtaml 
CttmrMfeturlty 
Mmurement 

a. Pirim(t) rapomlble 

8. Cerear tMminq 
Centers & School 
Community Rasouroa 
Dtrectorv 

b. Projected cost 
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Sample 2 

CiirWr Rtfiburcf 0f nt*r Timn Ctiart 




Procedures for Monitoring Career Guidance Programs 



Competency 4 



Mortltor all components of the prd^trpjti/prdvtdn^^ 
ongoing verbal and material suppoft iflt itltf and 
clients, and make decisions io soiy* ifiah^iBiemf Itt 
problems as they occur. ^ ■■ ;[^ > i 



Whon using management techniques to develop 
i\ managpnipnt plan, you develop a plan that 
states spocitic program objeclivRs. tasks, re- 
souices and time lines This management plan 
provides the basis tor monitoring program opeM- 
tions Tho monitoring procoss includes three 
hnsif: stops 

1 Determine Monitoring Information Needs - 

Using thp information in your managompnt 
f>ian you ran develop spocHic instruments 
th;it stntp oh|octives, tasks to he conr.pletPri. 
tirru^ Imps for coniplotion. staff rrsponsihlp 
fni tfH task nnri pstiniatPd costs A first step 
in drvplopiriq a monitoring plan is to develop 
H comprehensive list of all program pIp- 
nifiits Io bv rnonitoied 



2. Gathering Management Information-Once 

a comprehensive monitoring plan has been 
developed to determine methods to use in 
collecting the information needed for the 
monitoring plan There are several methods 
which vou can use. First, whenever possi- 
ble, use information procedure?, Examples 
ofthis would be case records, student records, 
requisitions for financial expenditures, etc 
Second, you can gather information period- 
ically from your program staff M you use 
this technique, it is important \i inform staff 
about when you wilt be gathering informa- 
tion and what type of information you will he 
requesting Finally, involve staff in the 
information collecting process by informmq 
Ihfmi about the infurmation you nf*ed and 
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tMu:()ur<i(iirnj thnri t(i roport 1hf> information 
to you on a regulai basis 

Report Monitoring Information to Staff- 

Once you have gathered and anal /ed man- 
agenient information, develop procedures 
for reporting the results of moniloring aclivi- 
ties to your staff This means developing 
easy to understand reports that will be clear 
to the staff More important, the goal of 
reporting monitoring information is to help 
staff improve their performance on thost 
tasks which are not being peiformed at the 
level specified in your management plan 



This means that you will want to work with 
your staff to help them understand the 
reports, to identify cooperatively areas where 
performance is not as high as expected, to 
determine reasons why performance is not 
as expected, and to develop procedures for 
improving performance 



Sample 3 is an example of a total program 
review plan. Note that it lists specific tasks 
and time lines for each implementation 
objective. The following materials provides 
some examples of monitoring reports. 



Sample 3 
iP^trlodlc Review Points 



t. 



'AN««mmMMifNt Tw^orrnortrnMikioi AlltMtpraaraiM 
. NMbytaehoraup . knptaAwntid 

iMMpt'twrtufltion 



-T<i(p.iigiMibp»«ifttd Twoworftthopf 
bill pmntiiiilloil Ifi Mwpltttd 



ANgMWilwCMit* 
ihopt^omptittd 



3..tGhool«mnwnttv Ap|rttut(ora«ol- Plrtt round MdiMoit rkitraMitdm^wion 
tuOmm iictKlfArflfft tml Intamahips wtd HiMrnihtpt 

undwwty oomplMKlafid 

SwondraundippN- Stewtdraimd 



ACufrfculum 



DiMminittonolMO 

iMiohitliitid 
DtrntopmintoiaOQ 



uiMtemwyoldOO 



DlwmtMtidn 
oonttntMd (300 



FMdttttbiaQif too 
iMftni cofiiplttid 
Otvflopmtnt of 300 



Rtntyfor 
dimniiteiittoA 

Ptitdtirting 
undmMv 1200 



CmtrMituritv 
Mmuramtat 



CtntmMd School 
Community Hwiurce 
Otmtofy 



StudinuiiKlStttt 

IdiittifM 
PfiMMoQind 

MtMplimlng 

oficthitlH 

AKflvocttninind 

tflfietorlMliJttv 
opeTtttlonal _ 



One-bolfofaottvittet 
(mplwwfttid 
•ndtvalutwt 



ptrctntof 

KtfvHIti 

Impltrnvntad 



12 



/■I 



Sample 4 is another example ot a monitor- 
ing report This report ts used by the United 
States Employment Service. Note that it 
states standards tor staff performance and 
asks staff to report their actual perfoimance. 



The second part of this monitoring proced- 
ure helps staff summarize their performance 
and develop specific suggestions for im- 
proving their performance when it does not 
meet the specified performance s;tandards. 



Sample 4 



Counseling Caseload Analysis 

ThepJrposeofthisexerciseisto help you complete theanalysis of your caseload and the 
effectiveness Of your counseling services for your counselees. 

Part I Complete a Counseling Caseload Report on your caseload for the past month. 
Then compare your results with the following standards 



Standards 

(a) Initial counseling 

(b) Total counseling 
(c^ Counseling ratio 
<d) Active caseload 
Outcomes 

(a) Positive outcomes 

(b) Placed by E S 



(c) Self'pfaced in vocational 
objective 



(d) Oth< r positive outcomes 

(e) Negative outcomes 



Placed by E.S. or self-placed 
outside vocational objective 



Estimates of COunse!ee 
Change 



From Plan of Service 

From Plan of Service 

2.5 to 1 (+-6) 

80 individuals (±5) 

80% Of closed cases 

Equal or better than office 
placement rate (minimum 
22%) 

Percentage should not 
exceed percentage placed 

by E.S. 



Maximum 20% of closed 
cases 

Maximum 5% 



All other negative outcomes Maximum 15% 



Total declined 
Total no change 
Total improved 
Total unknown 
Total no problem 



Your Result 
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Part IL 



1 Considering (a), (b). and (c). did you meet pipn of service goals? 

If you answered **No," outline corrective action you will take. 



2 Did you meet placement standard for the month? 

a. Mumber of job developments 

b^ Mumber of job devefopment placements 

c. Number of job referrals 

d. Referral to placement ratio 

If you answered 2. *'No/' outline corrective actions you will implement> 



3 Were your total positive outcomes within + of 5% of the 60% standar<^f? ff it was below 75%. 
what will you do to improve your percentage of positive outcomes? 



4 If "Placed by C Outside Plan" and "Self-Placed Outside Pfan" exceed 5%. what was the 
reason? What corrective actions wilf you take? 



From U S Dept labor. Accountabthty and Prnducttvity. p ^25-^26. 
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Supervising Staff 



CompttorKiy 5 



Compttfney;^ 



Compettney? 



CompetencyS 



Competency 9 




l<tentlf y conf Met emono s^tf iiri^ 



thAMConfltctt. 




Evaluate performenoe of staff onf mgit^^ 
de»criba positive ^ays to fethf6nce«>4pflmah^ 
dfsmtss staff meitibere as naoessafv.v^^ % 



Thp management of career guidance programs 
involve ithr organization of all program resources 
iricluflinq staff facilrty equipment, materia!- and 
frnancial rosources Staff resources are the most 
rrriportant career guidance program resource 
The major emphasis of these training modules is 
thf^ iniportanneof the systematic, comprehensive 
pirinninq implemrntation. and revision of career 
qiiirlriMf:e prfjfjrams These program development 
;Miivrties are not completed by the program man- 
nlone they rely on the cooperative effo^.sof 
tfwMf.Ual prrxjrarr) staff Therefore tl^e success of 
a t aippf f]ijir1aMf:f' program depends, to a great 
f^)(t**rit on nianaf)ernent skills in the area of staff 



supervision. The following major areas related to 
staff supervision need to be considered 

• What rs your management philosophy'? 

• How will you select staff for your program'? 

• How can you enhance the jol^ satisfaction of 
your staff? 

• How can you recognize and lesolve staff 
conflicts'? 

• How ran you evaluatn anrJ improve staff 
l^rrforniancf'^'? 
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Your Management Phttosophy 

Perhaps /ou never thought about your manage- 
ment phirosophy. A key to your management pht- 
losophy IS the way that you feel decisions should 
be made wpthin your program, Here are four types 
ot management styles which were developed by 
Dr Rensis Likert (Vialle and Hills 1973). 

I Exptottive-Authorttattve-A management 
approach that has little interaction between 
superiors and subordinates while achieving 
organizational objectives. Communication 
ts downward with the bulk of decisions 
made at top levels. 

II Benevolenl^Author)tat)ve--A management 
approach that has little interaction between 
superiors and subordinates. There is little 
opportunity for staff at lower levels to decide 
how thejr specific tasks will be done. 

III Consultattve-A management approach that 
includes substantial superior-subordinate 
trust and both upward and downward com- 
munication Major policy decisions are made 
at the top level and more specific decisions 
are made at lower levels 

IV Part)c)pat)ve-Group--A management 
approach where subordinates and super- 
iors exhibit mutual confidence and trust in 
all matters. Communication is both upward 
and downward Personnel at all levels feel a 
real responsibility for achieving organiza- 
tional goals 

The management styles are determined by the 
extent to which a career guidance program man- 
ager shares responsibility for decision making 
with the staff Most of the modules in this series 
stress the imporlance of team building and staff 
development You may want to think about your 
current management style and review various 
modulRS for ideas about how you can increase 
the amount of shared decision making within 
your program Some advantages of sharing deci- 
sion making within your staff group would include 
more accurate assessment of program partici- 
pants needs, a greater diversity of possible pro- 
gr.ifTt strategies, greater productivity, increased 
staff motivation, and improved staff morale 

The Staff Setectton Process 

Solrctmq st^iff and assigning staff roles is a key 
nwinfiqrmrnt fiinction Splpcttng staff involves 



both the hiring of new staff members and the 
redefinitionof roles for your currentstaff members 
The following are factors which are important to 
consider when selecting and assigning staff for 
key roles within the career guidance program: 

* Does Ihe individual have the skills and 
knowledge needed to perform the tasks 
required in the job role? 

* Does the individual understand and support 
the goals of the total career guidance 
program? 

* Does the individual have an interest and 
desire to perform the tasks related to the job 
role? 

* Does the individual understand and appre- 
ciate the relationship between job role and 
other aspects of the program? 

The first type of staff selection with which you will 
be involved is the selection of current staff for 
new roles and tasks within your program. Some 
guidelines that can be used here are as follows; 

1 involve Staff )n Role and Task Deftnttton-- 

Throughout the program planning process, 
you have been involving staff in the process 
of setting program goals, selecting guidance 
strategies, and developing implementation 
objectives. This means that iitaff are aware 
of and have participated in the development 
of staff rotes and task definitions. 

2 Involve Staff in Job Analysis--To redefine 
staff roles, you need to compare tasks which 
are currently being performed to tasks that 
need to be performed to implement your 
newly designed career guidance program. 
You can involve staff in this process by hav- 
ing them identify their current job tasks, 
compare current to needed tasks, and iden* 
tify changes in job tasks that are required by 
your program design, 

3 Invofve Staff )n Oeftntng New Job Roles - 

After your staff has cooperated in the job 
analysis process, they can begin to develop 
new role definitions. Again, at this point, 
each staff member should be involved Dif- 
ferential staffing may be used Let staff 
assess thetr own strengths and interests, 
and develop new f*ole statements ttiat include 
tasks identified for your program 
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After yout current stall have analyzed new job 
roles and redelined their current job roles to 
include tasks which are needed to implement the 
new program, you may identily a need lor hiring 
new 8ta1f. You may or may not have direct 
responsibilty for hiring new staff. This depends 
on the size and nature ol your organization. There 
IS apt to be some other person in your organiza- 
tion who has key responsibility lor the personnel 
lunction. However, you will want to be involved in 
the process ol selecting new stall. Here are the 
steps involved in the selection ol new stall. 

1 Job Analyslft-The lirst step is to develop a 
clear description ol the tasks to be included 
in the job role. You will be able to develop 
|ob descriptions based on an analysis oi 
implementation objectives and ol the new 
job descriptions that have been developed 
lor the current stall. 

2 RecruHlng-lnvolves requesting the position: 
developing a job description which stales 
minimum requirements, desired qualilica- 
tions. duties, salary, and equal employment 
opportunity statements: and advertising the 
position You and your program stall will 
want to be involved throughout this process, 

3 Intervlewfng-During the interviewing pro- 
cess, the candidate should have the oppor- 
tunity to meet with representatives ol your 
total stall. The interview should be an 
opportunity to inlorm the candidate about 
the prog ram andtogather information needed 
to evaluate the candidate 

4 Evaluatlon-During this step, analyze inlor- 
mation that has been gathered about the 
candidate. There are several areas to con- 
sider including the candidate's general 
understanding and support ol the program, 
interpersonal skills related to the program s 
participant population, specilic skills related 
to job tasks, and team skills that will support 
program planning, implementation, and 
revision, 

5 Hirlng-During this step, consider allirma- 
tive action plans, communication to verily 
continued interest in the applicant, proced- 
ures lor written notilication ol selection , and 
onentatton ol the new stalf member 



Ensuring Stall Job Satisfaction 

An important aspect ol program management is 
ensuring job satislaction lor stalf. There are sev- 
eral key areas related to job satislaction. Review 
the lollowing areas and think about specilic 
strategies to use in your program to increase the 
stairs job satislaction. 

1^ Shared Power-Earlier in the reading you 
learned about management styles. Job satis- 
laction can be increased through shared 
decision making. This means that all stall 
havethe opportunity to give input and share 
in the decisions that aMecl their job roles. 
Throughout the program, you can support 
job satislaction by sharing the decision- 
making process with the stall, 

2. Increased Competence-Your stall will be 
happier and more conlident il they leel that 
they have the skills and knowledge needed 
to perlorm the tasks rc quired ol them. This 
means that the ongoing opportunity lor stall 
development is important. Module CG 6-4 
Conduct Staff Development can help you 
plan both group and individual stall training 
activities that can support continued job 
satisfaction as well as program success, 

3. Peer Support-Job satislaction depends on 
the quality ol stall interaction with their 
coworkers. People who work without satis- 
lying human interaction are oHen dissatls- 
lied regardless ol the nature ol their job 
roles, Teaming is an important concept 
related to career guidance program devel- 
opment. ModuleCG A-2, Organize Guidance 
Program Development Team, can help you 
develop team support lor your stall that will 
lacilitate both program development and 
job satislaction, 

4. Feedback on Pertormance-Another lactor 
related to job satislaction is leedback on 
perlormance. Earlier in the reading you 
learned how to develop a monitoring plan to 
support program operations. An important 
part ol this monitoring plan is the periodic 
leedback ol monitoring inlormation to your 
stair This leedback should be supported by 
the cooperative planning ol procedures to 
improve staff perlormance 
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Identifying and Resolving Conflicts 

As a program manager, it important to under- 
stand conflict resolution. Although it would he 
ofce to avoid all conflicts among staff, conflict is 
inevitable. It is one of the laws of life Conflict can 
be viewed as something that is dangerous or as 
something that js positive because it promotes 
growth and change. The important thing is to 
rosolve conflicts in a positive way. Here are some 
principles to guide you. 

1 Recognize Conflict When It Occur$»AI though 
there is a temptation to ignore conflict, you 
will be more successful if you recognize that 
It will occur at times and can be a basis for 
growth 

2 Develop Mutual Trusts-Conflict resolution 
rs easier when there is mutual trust among 
you and your staff. When this trust is pres* 
entp staff will be more willing to recognize 
and communicate about conflicts as they 
occur 

3 Have the Courage to Deal with Conflicts- 

When you see signs of conflicts such as 
rigid attitudes, apathy, silence, or polarizing 
of staff, initiate action to clarify the conflict 
and to seek ways of resolving it, 

4 Focus on Ideas Not People--A helpful prin- 
ciple to follow in conflict resolution is to 
focus on the ideas on which there is dis- 
agreement and to avoid personal attacks on 
the individual who holds those ideas. 

5 Listen for Understandlng^-Smce conflict 
Situations are highly emotional there is a 
tendency to evaluate and find early solu^ 
tions However it is more helpful to listen 
carefully to gain an understanding of the 
real issues without attempting to determine 
who IS right" or 'wrong " 

6 Seek a Win-Win Strategy-^Often people feel 
they must either win or lose m a conflict 
situation It IS possible to develop a conflict 
solution in which both parties win This wrK 
br oa*;ier if there is mutual trust and open 
conin>unicattOn during the conflict resolu* 
Iron process 



Evaluating and Improving staff Performance 

A final important management function is eval- 
uating and improved staff performance. If staff 
have been involved in program plar)nmg and 
improvement, staff evaluation can be a nonthreat- 
ening, positive experience for both you and your 
staff. Here are the steps in the staff evaluation and 
improvement process, 

1 Use Management Information to Review 
Performance—Management plans specify the 
objectives to be achieved and the tasks, 
resources, and time lines associated with 
the objectives. As you develop and use 
procedures for monitoring your career guid^ 
ance program operations, you will collect 
information needed to evaluate staff per* 
formance. The development and use of a 
management plan provides an objective basis 
for the evaluation of staff performance. 

2 Compare Performance to Plan -As you col- 
lect management information that describes 
staff performance, you can compare actual 
staff performance to planned performance. 
This comparison will help you identify dts* 
crepancies between planned and actual per* 
formance. These areas of discrepancy can 
b&comethe basis for discussion during staff 
performance reviews. 

3 Identify Reasons for Dlscrepancles-^When 

discrepancies are identified, you can work 
cooperatively with staff members to identify 
reasons for the discrepancies. These red* 
sons may include inappropriate plans, unan- 
ticipated events, lack of skills, lack of 
resources, and the like, 

4. Develop Planto Improve Performance -Once 
you have identified reasons for the discrep- 
ancies, you can work cooperatively with the 
staff member to develop a plan to improve 
performance Plans may be individualized 
according to the needs of specific staff 
members, or if there are discrepancies that 
are shared by several staff, group proced- 
ures may be developed Act. /jties to improve 
performance may include revising plans, 
altering time lines, revising job role defini- 
tions, and inservice framing 
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Z Implement Performance Improvement Plan 

"When the plan is developed, you and the 
staff members will implement the plan. An 
important part of developing a performance 
improvement plan rs specifying activities 
inducing \^ho wilt do what by what time. 
Both you and thestaff membersshould have 
specified responsibilities in the plan. 



6 Measure Effectiveness of the Performance 
Improvement Plan**When the performance 
improvement plan has been implemented, 
you need to evaluate its effectiveness. You 
can monitor changes using your manage- 
ment information system. If the plan is effec- 
tive, there should be a reduction in the dis- 
crepancy between the staff members* planned 
performance and their actual performance. 

Also, ask staff for suggestions about how to 
improve staff improvement activities in the 
future 



Summary 

The goal of managing program operations is to 
ensure program efficiency, to identify the need 
for updating and revising the program, to articu* 
late the progress of the program both internally 
and externally, and to measure progress toward 
program goals. The major areas of program 
peratlon that have been overviewed include 



• Setting implementation objectives 

• Developing a management plan 

• Planning for monitoring program 
implementation 

• Identifying and assigning staff roles 

• Ensuring staff job satisfaction 

• Resolving conflicts effectively 

• Evaluating and improving staff performance 
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ERIC 



Learning EFxperience 1 

Identifying Management Needs and Developing a h^anagement Plan 



OVERVIEW 



COMPETENCIES 


Describe tn delait each general program coinponerit of plah' 
njr)g, supportmg. Implemer)t)r)g, operating, and «vatuating; ^ 
Including its goats, activities, staffing. ttudget^Ortcerns. arid ' 
major accomplishments. " 

Assess the status of faculties. e<tui|Bimem.^nd;iViatei^ii|> used : 

in the program on an: ongoing basir^ 

tions necessary for program etfiiKiitiye^mi::-; -.^ 

Describe the esserrtial chsracterlstica bf varifous recoiffi^ ' 
management systems ; uch as Program i»^infMfiij J^^ 
Syslern (PPBS);Prograrvi EyatMati6r>n«vtewtilCt>Mi^ 
and Management by Objectives jMfiO). Select ft mim*s|ii^^ 4. 
system^s) that is appropfiate for ip^ogram aqcburitibwty |(»^ > ; ■ 
particular setting/ . • -, :^ -^y'^/ ^\}^-4X7'' 


READING 


Rdad ComDetoncies 1* 2, and SbfioaoeTv 3 ^ - : 

■ ' ' ' ; r!: ' I'. '\ ^'-^ ■ ■ 


INDIVIDUAL 

LEARNING 

OBJECTIVE 


" ."■ ^. ' .- " ■ ■. y- ' ."" ' 

Devvlopra management plan to ehtui« comp^llQh of \ _ 
career guidance program implementation ^ ^ r 

^ ■ . - - ' ■. . ' . ■ ,1 ' ■ y ' ' ' 


INDIVIDUAL 
ACTIVITY 


' ' ■ " ■ . ' ' '• " ^ \^ ' .' 

Develops management planforonebareerguidahcej>ro9fafn 
Implementation ob}ective. , ^; : : 


INDIVIDUAL 
FEEDBACK 


Review your individual career guidance program marmjjemenf ' 
plan. : 


GROUP 

LEARNING 

OBJECTIVE 


Assess the quality and completeness of career guidance pro* - 
gram management fHans. 


GROUP 
ACTIVITY 


Review the management plans developed during the Individ' 
uat learning activity. 
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Develop a management plan for one career guidance program implementation objective Review the 
reading for Competencies V 2. and 3 on page 7. As you read, note the following points. 

1 There are three advantages to using a management plan to guide the operation of your program 
A It gives information to support program compliance. 

B It gives information that indicates whether you and your staff have followed your career 
qutdance program plan 

C It gjves information needed to make management decisions related to specific program 
problems 

2 Several management techniques are available for uso in developing your career guidance pro- 
gram management plan Tv o of these are Program Planning Budgeting System (PPBS) and 
Program Evaluation and Review Technique (PERT) 

3 PPBS can help you develop a comprehensive plan indicating who will complete what tasks at what 
time and at what cost^ 

4 PERT provides information that allows you to review the tasks needed to implement your pro- 
gram, the amount of time required for each, the date on which task should be completed, and the 
total ranne of tasks being conducted at any time 

6 Review the PPBS and PERT charts in the reading. 

Now. you will develop a PPBS plan and a PERT chart for one career guidance program implementation 
obipctive Use one of the objectives related to developing career resource centers presented in the 
readmg^ or one you have developed 

1 Review Form 1, 'Sample Program Management Plan," 

2 Wrttp your implementation objective on Form 2, ' Program Management Plan " 

3 List all of the specific tasks that you think must be completed to achieve the implementation 
objective 

4 After you have listed the tasks, go back to each task and list the person(s) responsible, estimated 
costs (includrng staff time, equipment, matenals. phone, travel, etc ). time line (length of time 
required to complete the task), and date of completion for each task Assume that the plan \% for 
one year 

ri RpvK^w Form 3 Sample PERT Chart " 

6 L ist the tasks that you have listed on Form 2 (you can list |ust the numbers of the tasks) and on 
Form 4 PERT Chart "Translate your time line to the PERT chartdrawjng through the time perrod 
during which pach task will be accomplished 
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ERIC 



Form 1 



Sample Program Management Plan 

Implementation Objective: The career guidance program development team will deliver a small group learning experience to 

develop job interviewing skills to 1 00 participants before the end of this program year. 



Tasks 


Persons Responsible 


Costs 


Time Line 


Date Completed 


1. Identify program 
ideas 


Program Director 
Media Specialist 
Twn Counselors 


P.D.5%-$375* 

M.S. 5% - $248 

Two Counselors 5% — $496 

Travel -$150 

Materials -$100 


Three months 
Sept, - Nov, 


Nov, 31 


2. Design experiences 


Two Counselors 


Two Counselors 5% - $496 
Oct. - Dec. 


Three months 


Dec. 31 




1 wo counselors 


Tuui^ PruincolrkTc ^ jtUlQft 
1 WO ^UUri3n?IUi9 ^ w*r^\i 

Print Materials 
$2,00/part, -$200 

Purchase materials 
SZOO/part. - $200 


1111 IMUM il 19 


Jfln 

«lclM« O 1 


4. Arrange facilities 

dllG 8C|UipfT16ni 


Program Director 
Two Counselors 


Two davs/$150-$300 

1 en Qoy9/^ 1 uu — ^ 1 uuu 


Three months 


Jan. 31 


5. Schedule parti* 
pants 


Program Director 


Two davs/$l50-$300 


Three months 
Nov, - Jan, 


Jan. 31 


6, Deliver the 
activity 


Two Counselors 


Two Counselors 10%-$2310 


Seven months 
Jan. — Aug. 


Aug. 31 


*Assume: Program Director 
Counselor 
Media Specialist 


at $30,000/year 
at $20,000/year 
at $20,000/year 
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Form 2 
Program Management Plan 

Implementation Objective 

Perion(s) Dato 
Tasks Responsible Costs Time Line Completed 




Form 3 



Sample PERT Chart 



TASKS 


Sep. 


Oct. 


Nov. 


Dec. 


Jan. 


Feb. 


M«r. 


Apr. 


M«v 


Jun. 


Jul. 


Aug. 


V Identify program 
ideal 

2. Design 
activity 

3. Develop 
material! 

4. Arrange factliviei 
and equipment 

5. Schedule 
participants 

Ut wvivwr 

sotiwity 
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Form 4 
PERT Chart 



Tasks 



6 



8 



9 



10 



11 



12 
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INDIVIDUAL !r»vi«w our fndtv)d(i«ro«rt»r Quiftono« prog 



Review Form ?, Program Managoment Plan/" to be sure that you havo - 

1 listed all of tho tasks which are necessary to achieve the implementation objective. 

? Iistpfl who »s fosponsibt(?for each task (at least by )ob title, e g . )ob developer, counselor, director. 
S(vjrnt;uy. niedin spocinlist). 

3 nssignod a cost to each task, which includes staff time, materials, oquipment. phone, travel, etc; 

4 ffpvf loped reasonable time lines and c -impletion dates 
Rpvirw ytnu Foim 4 " PFRT Chart/* to be sure that - 

t all tasks are listed, 

7 tmie periods aro accurately recorded, and 

3 time tine<^ are reasonable (a) enough time is aMowed and (b) slaff are not being required to 
complete several major tasks at the same time. 

Be sure that vour informatioii is complete enough to share with your group 







GROUP ■ . •< ■ f^««ltw tht ( 
ACTIVITY ; : V«*<**r***»i» 




Note: Tlir Inilowinti outline is to be used by the workshop facilitator 


Facilitator's Outline 


Notes 


A SL'Utintj F^)int 




1 Tf>ii pnrNcipants thai they will be 
wofkinc] tf)qethf^r in small qroiips 


It IS preferable to have membersofv^ach group 
represent the sanie career ouiflanre piogram 


? {)\\fitiv fi/irtif:r[>;uils rnio (irnups 


TvW participfints th;it Ihey wfll be working in Iho 
snnif^ qroups during father learning nctivitn-s 


H.i v i^M lif i(Ninl ; {)f*t into thpiT 


(irf>iips r.hoiild li.jvf ahonl tour to six porsor^s 
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FacHMatOf t OutNne 


Notes 


B Explnmrng the Activity 




1 Rpvipw Forms 2 and 4 that were 
noniplpted in the mdividuni l(»arnmq 
acth'ty 




2 Review the points made in the read- 
ing lor Competencies 1 . 2 and 3 on 
page 7 


See the individual lenrning activity lor <i list ol 
these points 


3 Clarify any problems which arose 
when completing Forms 2 and 4 in 
the individual (earning activity 




C Group Review of Individual Plans 




1 TrII the grotips that each member 
should present plans as listed on 
Forms 2 and 4 


Provide consultation to the groups during this 
activity 


2 Have group members review each 
plan considering these points 




a All important tasks are listed 




b Stalf members responsible lor 
each task are listed 




c Costs for each task are stated 
and are accurate 


* 


d Timp lines and completion dates 
are reasonable and clear 




3 When all plans are reviewed, have 
each g'oup surnmarizethe problems 
that wofpovidonced in the individual 
plans 




D Feedback 




1 Havp qroiipT^ sharp problpms that 
wore pvidpnt in thp individual plans 




? Rrvipw thp criteria lor checkinp 
mnnnqpmpnt plnns 


See the individual leedback ol this learning 
PKpenpnre lor thpsp rntpria 
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Learning Experience 2 

Implementing Procedures for Monitoring Career Guidance Programs 



OVERVIEW 



COMPEt^NCY 


MonHo'r fltl coinoondntft bf th* bftiolrjijft^^^ v ' 
verba) and matohal suiipQrt io stiiff ^^^^ 


fiEADINQ 




INDIVIDUAL 

LEAAlitNG 

OBJECTIVE 


Oev*l6p;a.:'plan "lbf><fb.H«c*tctff Inlbriphatli^^^ 


INDIVIDUAL 
ACTIVITY 


:".p^«lop»(noni^;ii>o;|>tin.^t<>rii*^^ 

imptefnwtatipn ob|actJv«t. ' lu^:- ;■■■)■■■■" W^^m^ ' 


INDIVIDUAL 
FEEDBACK 


. ■ ... /■ ..■ ■ -v^-/^ J ■;^ ■^'^■:'■^v^:?■■'■«:.■;■ 
Review ybur Individual <»reeri^itd 

.plan.. ■; ; - .;. 


GROUP. 

LEARNING 

OBJECTIVE 


: Assesa the «|ualHy«f pfanijorcbftecitfnia^^iiistl informs 
tibnneededtombhitorcarWbutd^nte^r^ip^m^ 

■■■..plans, . 


GROUP 
ACTIVITY 


Bevlew the monitoring pUijTis devetbped duHft^ iNt i 
' teaming actMty. ■ ' 
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DpvtHop a monitoring plan tor one career guidance program implementation objective Revtew Ihe 
rt^ading for Competency 4 on page 11 As you read, note the following points 

1 To design procedures to monitor program operations, il is necessary to— 

A determine exactly what type ot monitoring information rs needed: 

B gather the monitoring information using the procedures you have designed: and 

C fMporl the monitoring information to your program staff and develop a plan t^ improve 
perlormance as needed 

? Monitoring plans indJcale exactly what will be checked (measured), who will do it. and when tt will 
be done 

3 Feedback is crucial to the monitoring function so the plan should also indicate the feedback 
strategy that will be used, who will provide the feedback and when it will be done 

4 Review the sample monitoring forms in the residing 

Now. develop a monitoring plan for one career guidance program implementation objective You may 
i*se the one you used in Learning Experience 1. one that you have developed, or one from the career 
resource center example given in the first section of the reading 

1 Revrew Form 5, " Sample Monitoring Plan ' 

? Write your implementation objectives on the form on Form 6. "Monitoring Plan " 

3 List the specific tasks that you think must be completed to achieve your imple?nenta1ion objec- 
tives If you are using the same objective that you used m Learning Experience V simply relist the 
tasks on the form 

4 f-or each task, list the following 

A How will you measure whether th( task has been completed'^ 

[\ Who Will mo^isure (collect the information)'^ 

C When will the mformation be collected'^ 

D How Will the information provide feedh)ack to the statf^ 

t" Who Will pioviflf* thr foedb^ick'^ 

f Wh<MT wiU it hr pinvided"? 
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Form 5 



Sample Monitoring Plan 



mplementation Objective: The career guidance program development team will deliver a small group learning experience to 
develop job interviewing skills to 100 participants before the end of this program year. 







MooSUfO 


wno 


Uoie 


reed DOCK 


fvno 


UolB 


1. 


Identify pro 
gram ideas 


Written list of 15 
resources used 


Counselors 
Media spec. 


Nov 30 


Staff meeting 


Program dir. 


Dec 31 


2. 


Design 
activity 


Written outline of 
activity including 
objectives, activities, 
materials, and 
evaluation procedures 


Counselors 


Dec 31 


Review by career 
guidance team 


Career guid. 
team 


Jan 31 


3. 


Develop 
materials 


Written plan for 

the activity 
Written materials 

for student use 
Written list of 

resources and 

equipment 


Counselors 


Jan 31 


Review by career 
guidance team 


Career guid. 
team 


Feb 28 


4. 


Arrange 
facilities 
and equip 
merit 


Written memo from 
project director 
and media spec, 
confirming room 
and equipment 


Program din 
Media spec. 


Jan 31 


Circulate memo 
to entire staff 


Program dir* 
Media spec. 


Feb 15 


5. 


Schedule 
participants 


List of participants 
with dates and time 
each will attend the 
activity 


Program dir 
Counselors 


Jan 31 


Staff comments on 
conflicts 


Entire staff 


Feb 15 




Deliver 
activity 


Attendance reports 
Videotape sample 

interview for each 
Participant ques^ 
tionnaire giving 
their reactions 


Counselors 
Participants 


Aug 31 


Program dir. and 
Counselors 
summarize data 


Program djr* 
Counselors 


Sep 31 



Forms 
Monitoring Plan 



Implementation Objective: 



Task 


Measure 


Who 


Date 


Feedback 


Who 


Date 
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INDiViDUAL R0vtew your mdiv^ua^cafeer guidance probgram monitoring 

FEEDBACK p*«" 



Rt^Mt-w (^orm h Mr>nrtuMnq Pl:in ' to hf* sirrf that you havf*-- 
1 hstpd nf thr tnskJi fplntPd to the rn)F>lpniontntion objrcttve 

? <lt-.rf ihril fu)w thr conipUMion of f?,ir:h t,isk will ho moasurod (5i1af( reports ohsetvation suprrvi- 
s^^f inirfviows partK ipar)t quostionnairrs o\c ) 

l\ li*^toci who wHI cnllpct the informatron npodPd to mpasurp completion of thp \as,k 

'\ stjtffl t\ rpcilistin <ii\\v when the measurrment will be conipleted 

S .uq(\»^\tfd ci ^tiateqy for providrnq feedhack that sunlmafl^es the monitonnq data (staff inter- 
vlt■w^ rt'imrts staff moetincjs etc) 

f» hslf^ft wlH) will he rr*S|ionsihle for prnvrdinq Ihis feedback and 

' stclt^*t1 i\ realistui d^»te when the feedback w^ll be completed 



GROUP 
ACTIVITY 




Note: Thn fnllowirui oHtlinr* is to he used by the workshop facilitator 



Facilitator s Outline 


Notes 


A St.jrtion FViirit 




1 ff^M pcirticipaots that tfu*y will be 
vvfwkinri III tfu' '>ariH^ rjroups thf^y 

iU t'Vity 




A' h tir i|i;iot*> tr i qr\ intr) thmr 

n 




p. F * fii.jif^r.rf Af t ivit*> 




in P-r inijividual .K tivily 
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Facditators Outltne 


Notes 


2 Review the points made in the read- 
ing for Competency 4 on page 11. 


See the individual learning acti/tty for a list of 
these points. 


3 Clarify any problems that arose when 
completing Form 6 in the individual 
learning activity. 


If npededi refer to Form 5, "Sample Monitoring 
Plan," for clarification of the process 


C Group Review of Individual Plans 




1 Tell the groups that members should 
present thetr plans as listed on Form 

6. 


Provide consultation to the groups during the 
activity. 


2 Have group members review each 
plan considering these points. 




a All important tasks are listed. 




b A measure has been listed for 
each task. 




c The person who will collect the * 
information has been listed. 




d. The date by which the informa- 
tion will be collected has been 
listed. 




e A feedback strategy has been 
listed. 




f The person who will provide the 
feedback has been listed. 




g The date by which the feedback 
will be completed has been listed 




3 When all plans are reviewed, have 
each group summarize the problems 
that were evidenced in the individual 
plans 




a Have groups share problems 
that were evident in the individ^ 
ua) plans 




b Reviow the criteria for checking 
management plans 


See the rndividual feedback of this learning 
experience for these criteria. 
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Learning Experience 3 

Supervising Staff 
OVERVIEW 



READINQ 

INDIViOUAL 

LEAflMfNO 

OBjeCtlVE 



INDIVIDUAL 
ACTIVITY 




3j "'''VV/.'-V4>ri-.':- 



Orim im0f«m«ntMlori dt»|«c« 



V. k** : ' 
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INDIVlbUAt 
riiUBACK 



Baylew your tndtvttfual pt«n for ataff supervision. 



uiiiNiQ 



.tfttvl^ iffd iiWtiitMe th« stiiff supsrvlston ttrategliss developed 
duftho thii Indtvlduar KijsrHln(i jlOtiVjlty, 
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Review the reading for Competencies 5 through 9 on page 15, As you read, note the following points: 

1 It IS important to analyse your own style of leadership. The consultative and participative*group 
sty IPS arrrmost compatible with the prorjram development process you have learned in this series 
of niodulos 

2 The staff selection process involves the assignment of new roles and tasks to current staff and the 
hinnq of new staff Program development involves changes and staff selection is a crucial aspect 
of f^ffMC tive program implementation 

:i An miportant aspect of program management is ensuring job satisfaction for program staJf. Some 
spt^tjfic stratngiesthat can increase satisfaction are shared power, increased competence* peer 
support and feedback on performance 

4 Gonflints amonc) staff are natural and will arise in any career guidance program. The goal is to 
resolvr conflicts successfully rather than to avoid conflicts. Some steps in resolving conflicts are: 
recognize conflict when it occurs* develop mututat trust, have the courage to deal with conflicts* 
focus on ideas not people, listen for understanding, and seek a win-win resolution* 

5 A final staff supervision function is evaluating and improving staff performance. A suggested staff 
evaluation and improvement process is- use management information to review performance* 
compare performance to planned performance goals, identify reasons for discrepancies between 
actual and planned performance, develop a plan to improve performance* implement perfor- 
mance improvement plan* and measure the effectiveness of th^ performance improvem ?nt plan. 

Now. you will develop a staff supervision plan for one career guidance impler^entation objectn e. The 
plan will focus on designing strategies to increase job satisfaction and on identifying possible staff 
conflicts You may use a career guidance program implementation objective that you used in one of the 
previous Itarnmg experiences, one that you have developed, or one from the career resource center 
example given in the first section of the reading, 

1 Rrvif w FornT 7 "Sample Staff Supervision Plan " 

2 Wntp your implementation objective on Form 8. " Staff Supervision Plan " 

3 1 ist specific sirategies you will use to increase staff job satisfaction Develop these in terms of 
spf»cifrc task sand role definitions related to the rmplementation objective Remember to consider 
thf* broad areas of shared power, increased competence, peer support, and feedback on 
performance 

4 List spenf'C conflict situations that can potentially arise among staff Ag^un make these specific I o 
Ihr tasks and |f)h rolps that you have developed to achieve ^ our rriplec^entation objective 
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^orm 7 

Sample Staff Supervision Plan 

Implementation Objective: The career guidance program development team will deliver a small-group 
learningexperience to develop job interviewing skills to 100 participants before the end of this program 
year 

1 Strategies to increase job satisfaction 

A, Project director will allow the counselor freedom to define and develop the activity {shared 
power). 

B- The project director and the media specialist will identify resources to be used in developing 
the activity (increased competence), 

C The counselor will be given money to travel to visit other programs (increased competence). 

O The career guidance team might give feedback on the activity design (peer $upport)> 

E- The measure for each task isstated and feedback will be provided (feedback onperformance)> 

F, The counselors will participate in reviewing evaluation information and revising the program 
(shared power), 

2. Potentia* conflicts that might arise 

A, Failure nf the counselor and media specialist to cooperate 

B, The career guidance team might give negative feedback about the activity design 

C, The program CMrector and the counselor might fail to coordinate and cooperate 

D This activity might conflict with other role responsibilities assigned to the counselors 

Other counselors might be disappointed because they are not involved in this activity 

F Conflicts among staff might arise over the scheduling of participants, meeting rooms* and 
equipment 

Conflicts might arise between participants and the counselors during the activity 
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Form 8 
Staff Supervision Plan 

tmplementation Objective „ 

1 Strategies to increase job satistaction 



2 Potential conflicts that might arise 
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Revjew Form 8. ' SlaH Supervision Plan.*' to be sure that you have— 
t listed an implementation objective: 

2 iissumed that specific tasks and job roles will be used to achieve the implementation goals; 

3 listed strategies (hat will increase job satisfaction— these should include several different types of 
strategies such as: shared power, increased competence, poer support, and feedback on perfor- 
numco. and 

4 listed specific coriflict situations that can potentially arise among staff-these should include staff 
at all \9Me\% and across task responsibilities. 



Acnvmr 



Note: The lollowing outline is to be used by the workshop facilitator. 



Facilitator s Outline 


Notes 


A Starting Point 




1 TrII participants that they will be 




working in the sam*? groups which 




they were m during the other learn- 




ing activities 




? Ask p^irticipnnts lo get into their 




groups 




n Fxplainmg !hp Activity 




1 Rpvipw FofHi 8 thnt was nomplrtn^i 




if^ Ihr irifliviHifal activity 





40 



ERIC 



Facllitator't Outline 


Notes 


? Review the points made in the read- 
ing for Competencies 5 through 9 on 
page 15 


See the individual learning activity for a list of 
these points. 


3 Clanfy any problems that arose when 
completing Form 8 in the individual 
learning activity. 


If needed, refer to Form 7. "Sample Staff 
Supervision Plan." for clarification of the 
process. 


C Group Review of Individual Plans 




1 Tell the arouDs that mpmhAr^shoutd 
present their plansas listed on Form 
0 


Prnuide Consultation to the arouos durina this 
activity. 


2 Have group members review each 
plan considering these points: 




a nn the lob satisfaction strate-^ 
gies represent different strate- 
gies such as shared power, in- 
c r e a sef^ comoetence De6r 
support, and feedback on per- 
formance? 




b Canthegroupsuggestadditional 
job satisfaction strategies? 




c. Are the potential conflicts that 
have been listed realistic? 




d Can the group suggest other 
conflicts that miQht arise? 




3 When alf Dians are reviewed, have 
oach group summarize the problems 
that were evidenced in the individual 

nlfln^ 




Feedback 




1 Have groups share problems that 
were evident m the individual plans. 




2 Review the criteria for checking staff 
supervision plans. 


See individual feedback section of this learn- 
ing experience for these criteria. 
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NOTES 




EVALUATION 



PARTICIPANT SELF-ASSESSMENT QUESTIONNAIRE 



1 N^inir' tOplronaO 
? Posrtion Tiflf* 

Agency Setting (Circle the appropriate number) 



3 Datp 
4 Module Number 



Elenif^ntary S< hool 

7 Sf^ronriHfy School 

8 Poshf^ronfJary School 

9 Collpqp Uf»ivf*rs»ty 



10 JTPA 

M Vetorans 

1? Church 

13 Corrections 



14 Youth Services 
16 Business/ Industry 

Management 
16 Bustness'tndustry Labor 
(7 Parent Group 



16 Municipal Office 

19 Servrce OrQani/ation 

20 State Government 

21 Other 



Workshop Topics 



Pfl£WOfiKSHOPN££D FOR TRAIN- 
ING DogreB of Meed (circle one for 
each workshop topic) 



POSTWORKSHOP MASTERY OF 
TOPICS Degree of Mastery (circle 
one for each workshop topic) 



/'' -^ / / 

v*^ f»* 6* O* 



1 Developing a management plan, to ensure 
the completion of career guidance imple- 
mentation objectives. 

2 Assessing the ouality and completeness 
of career guidance program implementa* 
tfOn plans. 

3^ Developing a plan tor collecting Informa- 
tion needed to monitor your career guid- 
ance program management plan, 

4 Assessing the quality of plans for collect- 
ing information needed to monitor your 
career guidance program management 
plan 

5 Developing staff supervision strategies to 
support the successful completion of 
career guidance program implementation 
objectives 

6 Assessing the quality of staff supervision 
strategies 



12 3 4 



12 3 4 



12 3 4 



12 3 4 



12 3 4 



12 3 4 



0 12 3 4 



0 12 3 4 



0 12 3 4 



0 12 3 4 



0 12 3 4 



0 12 3 4 



Overall Assessment on Topic of Ensure Pro- 
gram Opprations 

Comments: 
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Trainer*8 Assessment Questionnaire 



Trainer 

Title of Module: 



Date; 



Module Number: 



Training Time to Complete Workshop: 

Participant Characteristics 

Number in Group Number ol Males 

Distribution by Position 

Elementary School 

. . Secondary School 
_ Postsecondary School 
_ . - . College/University 

-- JTPA 

Veterans 

, Church 

- Corrections 



hrs. 



mm. 



Number of Females 



Youth Services 

Business/Industry Management 

Business/Industry Labor 

Parent Group 

Municipal Office 

Service Organization 

State Government 

Other 



PARTI 

WORKSHOP CHARACTER l$TIC$~ln8truct)ons: Please provideany comments on the methods and 
materials used, both those contained in the module and others that are not listed. Also provideany 
comments concerning your overall reaction to the materials* learners' participations or any other 
positive or negative factors that could have affected the achievement of the module's purpose. 



V Methods: (Compare to those suggested in Facilitator's Outline) 



2 Matenats: (Compare to those suggested in Facilitator's Outline) 



3 Reaction: (Participant reaction to content and activities) 
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PART II 



WORKSHOP IMPACT— Instructions: Use Performance Indicators to judge degree of mastery (Com- 
plete responses for all activities. Those that you did not teach would receive 0.) 



Group's Degree of Mastery 

Not Lillle Some Good Outstanding 
Teutit.; (2S^ori«M) (2$%*S0«>) (S1<Wi'7$«Ai) (over 75%) 

Not*: Circle the number that beat reflect* your opinion of group mattery. 


Learning Experience 1 






Group 


0 1 2 


3 4 


Individual 


0 1 2 


3 


Learning Experience 2 






Group 


0 1 2 


3 4 


Individual 


0 1 2 


3 4 


Learning Experience 3 






Group 


0 1 2 


3 4 


Individual 


0 1 2 


3 4 



Code: 

Llllte: With no concern for time Or circumstances within training setting If It appears that less than 25% of tlie learners 

achieved what was intended to be achieved 
Somet With no concern for ttme or circumstances within the training setting If It appears that tess than close 1o half of 
the learners achieved the learning experience 

Good: Withnoconcp n for limeorcircumstanceswithin the training settrng if It appears that 50^-75'^ have achieved 
as f^xpected 

OuUtanddig: ff more than 75% of learners mastered the content as expected 
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PART III 



SUMMARY DATA SHEET— tnstructtons: In order to gain an overatt idea as to mastery impact 
achieved across the Learning Experiences taught, complete the following tabulation- Transfer the 
number for the degree of mastery on each Learning Experience (i.e ^ group and individual) from the 
Workshop Impact form to the columns below. Add the subtotals to obtain your total module score/ 



GROUP 

Learning Experience 
t score {1-4) 

2 score (1-4) 

3 score (1-4) 
Total 

(add up) 



INDIVIDUAL 

Learning Experience 

1 ' score (1-4) 

2 - score (1-4) 

3 - score (1-4) 
Total 

(add up) 



Total ot the GROUP learning experience scores and INDIVIDUAL learning experience scores 
Actual Total Score Compared to Maximum Total* 

'Maximum total is the number of learning experiences taught times four (4). 
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Performance Indicators 



As you conduct the workshop component of this training module, the facilitator's outline will suggest 
individual or group activities which require written or oral responses. The following list of performance 
Indicators will assist you in assessing the quality of the participants' work: 

Module Title Ensure Program Operatior}$ 
Module Number CG D-1 



Group Learning Activity 



Performance Indicators to Be Used tor Learner Assessment 



Group Activity Number 1: 

Assess the quality and complete- 
ness of career guidance program 



Participants can list reasonsfor using a management plan; 

• Compliance 

• Indicates whether program developed plan has been 
followed 

Participants have completed and reviewed a ^'Program 
Management Plan** that— 

• lists key tasks» 

• lists who is responsible for each task. 

• lists costs associated with each task, and 

• lists time lines and completion dates. 

Participants have completed and reviewed a **PERT Chart*' 
that- 

• lists all key tasks and 

^ shows reasonable time lines. 



Group Activity Number 2: 

Assess the quality of plans col* 
lecting and using information 
needed to monitor career prog rams 



1. Participants can list steps in designing a monitoring plan: 

• Determine information needs 

• Collect information 

• Provide feedback 

2. Participants have completed and reviewed a **Program 
Monitoring Plan** that- 

• lists one way to measure each task, 
lists who will measure each task, 
lists when each task will be measured, 
lists how feedback will be provided, 
lists who wilt provide feedback, and 
lists when feedback will be provided. 



• 
• 
• 
• 
• 
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Group Uarring Activity 



Performance indicators to Be Used for Learner Assessment 



Participants can list major staff supervision functions; 

• Hiring and role assignment 

• Ensuring job satisfaction 

• Resolving conflicts 

• Evaluating and improving performance 

2. Participants have completed and reviewed a "Staff Supervi- 
sion Plan*' that-* 

• assumes specific tasks and job roles: 

• lists strategies to increase job satisfaction which con- 
sider at least two of the following: shared power* 
increased competence, peer support and feedback on 
performance; and 

• lists potential conflict situations which might arise 
which consider: staff at all levels and across all imple- 
mentation tasks. 



Assess the quality of staff super* \. 
vpspon strategies 
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operations and measures tor corresponding sub- 
conipetencurs Tfie Iraming activities tocts on 
lf*arning experiences to help statt develop these 
competencjes The module also includes a vari- 
ety nt examples ot monitoring procedures that 
can be applied to career guidance programs rn 
various settings Thisis one in a series ottraming 
moflulos that has been developed by the U S 
Fn^plcynient Sf rvice 

C.'/fMv Rpsource Canters Vali)a Axelrod Harry 
Oner Karon KinimffI and Judith Sechler The 
Nntinnal Center for Research in Vocational Edu- 
cafinn toeOKennyRoad Columbuy Ohio 432t0 
1977 Cost S6 75 



This publication addresses how to set up. oper- 
ate, and evaluate a career resource center How- 
ever, a number ot concepts presented therein can 
be used in the general operations ot a career 
guidance program. Portions ot the document 
deal with mam^gement such as PERT charting 
and statt supervision 

Planning and Management Career Education 
Dissemination Project Implementation Booklet 
#7. Arland Benson. Roseville Area Schools. 
Roseville. Minnesota. 1977 

This guide provides complete information about 
the planning ^management activities ot the Rose- 
ville Area Schools* career education project. It 
suggests that the development of skills necessary 
to plan and manage a comprehensive career edu- 
cation program relate to the following objectives: 
to be able to identity the elements ot a manage- 
ment plan (PERT chart): to be able to describe the 
major multiplying (interaction) effects otthe sev* 
eral program components; to be able tu Identity 
pitarting points tor program development where 
the probabihty ot success is high: and to be able 
to identify local, state, and national sources of 
funding fnr the program The guide provides 
genera! information related to planning and man- 
agement as well f*s complete documentation ot 
procedures that were used to plan and manage 
the Roseville prog'arn 
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KEY PROJECT STAFF 



The Competeney-Based Career Quldaiwe Module Series waa developed by a eonsorttum of agencies* The 
lollowing Kst represents key staff in eaeh agency that worked on the project over a ftve-year period* 



Tht Natlerisl Ctnltr lor Htseareh ta VeeaMofisI EdueaUon 



Harry N Orisr 

Robert E. Campbsll . 

Unds A Ptistar 

Robert Bhasfman..^ 
Karen Ktmmel Boyle 
FreoWMIIsms 



. . * Coosoflium Oireeior 

Proleci Oireeior 

Former Pro|aci Oireaor 
, , . . Research Spscialiti 

Program Atsoclaie 

Program Associaie 



Amertean InstHules for Resaafdi 



Q BrtsnJoi.^n 
Linda Philftps-Jones 
Jaeit Hamilton 



Project Director 

.Associate Project Director 
. Associate Project Director 



Ifnhwrelly of Ml8eoiirl*ColtifiiMi 

Norman C Qysbeis 



Protect Director 



Ameftean AssoaMton 

Jane Howard Jlk^r * 
Aiasriean Vecallanal 

Wayne LeRoy 

Roni Posner 



Former Project Director 



Former Project Director 
Former Project Director 



U*S. DeparHMm of Cducatloii, Offica of AduH 
and Vectflafial eduoaUen 



David Pritchard. 
Holli Condon * * < 



, Project Officer 
* Project Of fioer 



A number of national leaders representing a variety of agencies and organizations added their expertise to the 
project as members of national panels of experts. These leaders were- 



Ms Grscn Basingef 
PasI President 
Naiionai Parent* Teacher 
Association 

Or frank Bowe 

former Eiiecuttve Director 

Ms Jane naxegtii 
Edix jlion Coordinator 
Ar .rican Coalition ot Citiiens 
mth Otsabtiities 

Mr nobtftL CraiQ 
Vice Presidem 

Oownntentand Public Affairs 
American Soctefy for Training 
artd Development 

Or WaNer Oavii 
Oitector ol Education 
AfLXlO 

Dr nichard DiEugenk) 
SefifOf Legislative Assoctete 
trept^ntmg Congreatman Bin 

Ooodiing) 
House Education and Labor 

Committee 

Mr Oscar Qiefnes 
Admiraslraior f Aetiredl 
U S Departmenl ol Labor 
Division ol Employment and 
Training 

Dr noberlW Olover 
Direclor and Chairperson 
federal Committee on 

ApptenttceshiP 
The UniversHV ol Tejtas at Austin 



Dr JoHeyslip 
Director ol Planning and 

DevelopmenI in Vocational 

nehet^lltation 
New Hampattire stale Oepartment 

of Education 

Mrs MSdeletne Hemmlngs 
Nalional Alliance for Ousiness 

Or. Edwin Herr 
Counselor Educator 
Pennsylvania SUle University 

Dr Elaine House 
Professor Emeritus 
nutgers University 

Dr DevidLecey 
Vice PresidenI 

Personnel Planning and Ousiness 

Integration 
ClONA Corporation 

Dr Howard A Matthews 
Asstslant Suff Director 
Education (representing Senator 

Onn 0 Hatch) 
Commtltee on Labor and Human 

neaources 

Dr LeeMcMurrin 
Supenmendenl 
Mdwauiiee Public Schools 

Ms Nanine Meililetohn 
Asttsum Director ot Legislation 
Americen federalion of Slele. 
County, ar^ Municipal Employees 



Dr. Joseph D. MiHs 

State Director of vocatioAsl 

Education 
f lofida Department of Education 

Dr. Jack Myers 

Direclor ol Heaim Policy Study end 

Private Sector Initiative Study 
American Enterpriae Inslilule 

Mr. Reid Rundell 

Director i>f Personnel Development 
General Motors Corporatton 

Mrs. Dorothy Shields 
Education 

American federalion of Labor/ 
Congrest of Industrial 
Organiiations 

Dr. Barbara Thompson 
former Slate Superintendent 
Wisconsin Depertment of Public 
InstruCllon 

Ms. Joei. mt 
Direclor 

Empioymenl ar i Training Division 
National Oovernors' Associalion 

Honorable Chalmers P Wytie 

Cor>Qressn>an/Ohio 

U.S. Congress 
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BEST copy AVAIUiBLE 



Developed By 



L THE HI 



_ THt MT10ML CENTER 
r FM RESEARCH M VOCATWML EOUCATIOH 

V y U< OHO y^itylnsil* ^ 



Battd CaifMir Qufdance Modules 




Otvelop a Work Eip^rtenc* Program 



^:fi(!t4 Outdtrtc* PtOQrim PMrnnlng Uwimf: 




:(||MlMf^CllMtartd 




^WfilvPropOura;.^ ^-/^^Vr/^ 
mprow Pufatic Ftit«t)On$ and Ciimrnunlt^^^'r' .V 
Involwmtm 

Conduct Staff Davalopment Actlvttt#$ 
Use and Comply wltt)Adminl$tratlve 
Mechanisms 

CATCOORVC: tMPLCMENTlNO 

C-1 Counsel Individuals and Groups 

C-2 Tutor Clients 

C-3 Conduct Computerized Quidanca 

C*4 >nfiise Cuniculum*8ased Guidance 

C'S Coordinate Career Resource Centtre 

C-tt Promote Home^Baaed Quidince 



ProvMeJOf EmfaloyebiUty Sttlll C»mti3ti|iniari| ^^^.'^r; 
ProvldaforitioBattcSliin*^ : V ^ r^.^^irf: 

C«10 6onduclf>f«cem«rrt»rMlReftrrat>tetfvttl^;'^y: 

facltttatcPollOwMhrouotiendFollow<ii|^: . 
erMteif>tfUt««A Individual Career Devft^/l^V^^^^^^^^^^ 
dprnerttPiift.-: : ^ 

Ota;. Provide Career Guld^nbe to Qirle aftd^j . : '> 



■ -at' 



Wom#n>. 



* C-14 Enhance UnderaterHlliio of Individual! wi 

Ststhttltiee ' / . . ' ■ 

etp ElKnie Minorities with Career QuMeriee'iuVr*^ 
: C-lft Meel InlUat Quidanc* Naeda of Older Aduttt).. 
C-17 Pfdmota Equity and Client Advocacy 
Aealst Cllante with Equity Rights and 
ResponsJbiiitiee 
C-19 Develop EtNcat and Legal Standards 

CATEOORV O; OPERATtNO 

0-t Ensure Program Operations 
0-2 Aid PfOlestional Growth 

CATEOORV E; flVALUATINO 

E-1 Evaluate Guidance Activities 
E^ Communicate and Use Evaluation-Baae<^ 
Decision* 
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